
State of Califoruia

Memorândum

Date: January 9,2009

To: Ninritz Inspecliotr Facility

Business, TtznspoÍation and llousing Agency

Fronr: DEPARTMENT OF CALIFORNIA HtGIil4/AY PATROL
Nimitz Inspection Facilit¡,

Fíle No.: 347,14968.09

Subject: CHAPTER 5INSPECTION

On January 9,2009,I conducted a Chapter 5 Inspectiou of the Nirnitz Inspection Facility Office

Marragementinaccorda¡rce$,ithHPG22,1. AcopyoftheCHP453Eevaluationisatlachedto

this nremo.
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INSTRUCTIONS; lndicate items rev¡ewed by placing a cl'ìeck in the "Evaluated" box and/orthe "Action Required" box. lf this

form is used as a Correction Reporl, the "Coirection'; box should be initialed and dated as def¡c¡encies are corrected. Answer

individual itenrs with "yes" or "no" answers, or f ll in the blanks as indicated. lf additional cotrmellts are necessary, the information

can be placed on the bHp ¿5¿, Area Managenlenl Evaluation Supplement. The Supplenrent should include significant findings,

accomplishnrents or copect¡ve actions, unrésolved items, problems or progress, and the evaluator's overall impressions' This

form can be completed in pen or pencil, and the Supplentent can be handwritten if desired.

ori susPÉiNse o,.liE

! Formal Evaluation @ lnforntal Evaluation

f oi.Lc/.."1' tJP RiG Uf Rl! O

lYes Ø No

RECUIAEI) COir,3ECÍÉÐ

r, CLERICAL TASKS

a, ls the office well organízed? kiYes ! t'to

EVh.LIJ,4TEÐ B't'

Sr:r'gcranl I)clzr Cl'trz Lf). 14968

coL¡iitl/rrìL:ER'S llFVtËl¿"fÜ Correction Report

BY

(1) Are there wrilten job descriptions? ZlYes I No

(a) Does clerical slaff have their job description at their desk? @ Yes ! t'lo

(b) Does clerical staff understand what is expecled of them? ElYes D tlo

(2) Are similar activities grouped together to promofe efficiency? EJYes fl No

(3) lf lape recorders are used, can clerical employees transcribe effectively? D Yes E tlo

(4) ts the clerical staff knowledgeable in fhe use of personal computers, filíng requirements, information

security, etc.? ØYes nuo

(5) Can another clerical employee assume the dulies of a clerical employee who is absent? ElYes !No

b. ls the Oflice Services Supervisor (OSS) effective? Ø Yes I tlo

(1) Does he/she properly appty management philosophies and supervisory skills? pYes D No

(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? @ Yes ENo

(b) ls the'clerical supervisor an effective manager? EYes !No

(2) Does the OSS identify employes with supervisory potential? [JYes D t'lo

(a) Does he/she assist employees in the preparatio¡r of written plans forprogressive career

devefopment? Ø Yes ! tto

(b) Have special inleresls been identifìed and educalional opportunities and/or departmental training

been afforded the employees? EJYes D l.lo

(c) Has the CHP 120, lndividual Developmenf Plan for Future Job Performance of Permanenl
Employee, been used lo identify particuìar strengths of the enrployees? ElYes Ü t'lo

(3) Does lhe supervisor set a good example? @Yes I No

(a) Does he/she show a willingness to assist subordinate personnel? [7]Yes n ¡lo

(b) Does he/she know when to act, when to delegate, and when to refer [o a supervisor? [JYes ! tlo

(4) tf lhere is more than one OSS, is the work and supervision evelrly distributed? lYes E ruo

(5) Does the OSS parlicipale in Area slaf meetings? PYes !No
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2. FILING SYSTEM

a. lstheArea'sflingsystemincompliancewíthdepartmental guidelinescontainedinHPGll'l,FieldOffìce
Fíle Guide? Ø Yes f'l No

b. Are other liles, i.e., pernranenl fles, enforcement docunrent fles, elc., maintained according to policy? ØYes nNo

(l) How far þack are accident reports beirrg mainlained? i Ycitts pltts curr'cnt.

(2) ls there a filing backlog? nYes ZNo

(3) ls there evidence of recent office review? ! Yes Ø tlo

(4) How are Management and All Commanders Memorandums filed and purged? Ïilcd: Locl<cci Cabínc't/f)ur.gc: Shrcddcd

(5) Are Training and lnformation Bulletins filed? @Yes INo

(a) lf so, how are they located? 'l'hc¡, tte in a bindel in the clcricnl oÎfice.

(6) Do alf clerical employees understand the fìling systent? [Yes !No

(7) Does the Area have an effective suspense system? Ø Yes ! tlo

(a) Do all supervisors take advantage of the susPense syslem? ØYes nNo

Are personnel files properly secured and access limited? Ø Yes ! t'¡o

(l ) Are the requiremenls of the lnformation Pract¡ces Acf being followed? ElYes n No

(2) ls a periodic review done on a regular basis? E Yes ! tlo

(a) lf so, how often?

(3) ls annual employee reviev¿ and updating conducted as required? ElYes D No

(4) Are only required or perm¡tted items contained in personnel folders? ØYes lNo

3. SECURITY OF CRIMINAL RECORDS

a. Have employees who have access lo criminal offender record information signed an acknowledgment

stating they understand the regulations and policies pertaining to these records?

coRÊl;cf E!)

Ø Yes n ¡¡o

(1) Has theArea designaled a specifc person to release criminal offenderrecord information? ff Yes n l'¡o

(a) Ðo any other persons release.this information? ü Yes nNo

(b) Has the des¡gnated person completed the requíred training? I Yes !No
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? ! Yes fl ¡to

(2) Does each person that is designated 1o release information maintain a CHP 2638, Crirninal Offender

Record lnformation Release Lóg? tl l¡ ! Yes fl t'lo

(a) Are entries maintained forthe prescribed period of time? ll Yes I t'lo

/rCTlO¡l REOUIRËD

No

LìOPiIECIEÐ

4. FISCAL PROCEDURES

a. Have discrepancies on the nrost current audit reports l¡een correcled? üYes fl No

CH? 153E (Rev, t06) PEgc 2 of 7
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(l ) Are all change fund and collections handled and processed accord¡ng to policy?

(a) Are counter receipts and DL45s, California Special Driver's Cerlificale, issued to the feld
accounted for and safeguarded? . ruf¡., tl Yu. ! N-:

(b) Are "voided" or "no fee" DL45s marked as such, signed by tlre conlnrander, and forwarded

---rV+ 
n t"i--n No

-NlÀ---!lï-I'"--
(d) Are collections and change funds safeguarded? ! Yes n ¡lo

(e) Are checks promptly endorsed and cash receipts reconciled daíly?

(0 Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Managenrent Section upon completion?

N nYes nNo *-

r.l/h nYes nNo

(g) What specific guidelínes are in place for security conlrof and accountability?

(h) ls a supervisor responsible for review of the system? ! Yes I tlo

(i) Do total collections agree vrith the total amount of counter receipts and DL45s issued? t.¡ I L n Yes n No

(¡) Are counter receipts and transmittal records prepared propedy? nYes fJNo

(2) Are security and accountability procedures in place for the petty cash fund? Ø Yes D ¡lo

(k) Are surprise counts of funds performed and documented by the commander or designee? ___¡Jlh . 
¡_ I".. _.._tr 

*"

(a) ls the petty cash fund used only for aulhor¡zed puiclrases within the limited amounl? p Yes n ¡lo

(b) Are valid authorizations on file? ZJYes fl t'lo

(c) ls a Disbursement Voucher (Std, 439) completed and signed by lhe conrmander when the
rece¡pt does not show the vendor name or item purchased? ElYes D ruo

(d) Are there adequale procedures to ensure purchases are properly authorized? ØYes DNo

(e) Are surprise counts performed by someone not involved in handling ihe petty cash fund? ElYes fl No

(3) Are X-Number services proper and wíthin departmental and state policy? @ Yes ! t¡o

(a) Are seruices procured over $4,999.99? DYes ØNo

(b) ls the anrounl limit circunlyenled by splitting procurements? !Yes Eruo

(c) Are three price quotalions oblained and documented on a CHP 78X, X-Number Request? @Yes []No

(d) Do invoices ilemize charges and reference X-Numbers? EYes n No

(4) Are bank cards adequete¡y safeguarded, and purchases reviewed by a supervisor? @Yes nNo

(a) Are cardlrolders familiarwith the bank card process, including prohibited arrd restricted itents? EÌYes ! t'lo

(b) Are purchases within established policy? Ø Yes ü tlo

(c) Are three price quotalions obtained and documented on a CHP 315X? Ø Yes D t'lo

(d) ls the bank card log compleled properly? ElYes DNo

CllP 453E (Rev. 5.06) Pege 3 ol 7
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed by a supervisor? ØYes !No

(f) ls there a reconciliation of the monthly bank card staternent, and does it have supervisory approval? Ø Yes fl No

b. What controls does the comnlander have in place to ensure timely transmittals of monies? Ni^

(1) Are colleclions sent to Fiscal Managenrent Section at the lirst occurrence of $1,000 in cash and

$10,000 lotal colleclions, or al the close of business each Thursday? ! Yes ! t'lo

(2) Are monies received for DL45s, California Special Driver's Certilicate, asset folei{ure, reimbursables,

evidence, etc,, handled appropriately by coordinating transmittal with the Area cashier? n Yes lNo

(3) Are "no collection" transmittals sent when appropriale?

(4) Do tire sale lransactions comply with polícy?

c, ls security of the postage machine adequate? Ø Yes ! t'lo

(1) ls the machine locked when not in use? EJYes DNo

(2) ls lhe meter reading documenled as required? EJYes ! t'lo

(3) ls there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? rl Yes Ø tlo

5. SUPPLY REQUTSITTONS (CHP 41)

a. Are requisitions prepared properly?

/r¡.ìil i.'lt íiã CU 11 Et

No

(,r.tilxt:i, t;t

ElYes ! t'lo

(1) Who prepares them?

(2) Has a practical stock level been established and maintained? ØYes I t'lo

(3) ls there a systern that nolifies the staff when the quarterly requisition is going to be prepared? p Yes D tlo

(a) ls the quarlerly requisitíon period forthis command adhered 1o? ElYes ! No

(b) ls there a high number of emergency requisìtions? ! Yes Ø t'to

b. Are iterns stored properly in a sforeroom? @Yes [ruo

(1) ls theie convenient access for reguiarly used ilems? ØYes !No

(2) Have obsolete ilems been removed? lf)Yes ! No

6, SUPPLIES

a. Are all cameras assigned to the command accounted for?

ACTION RgOOiRÊD CORRECTËO

Ø Yes I tlo

(1) Are camera cases clean and do they contain the required accessories? Ø Yes lNo
(2) ls camera maintenance assigned to a panicular individual? ØYes !No

(a) What is his/her prevenlat¡ve maintenance schedule? (luar'[',rrl¡, Clcrrning

b. Are all extenders assigned to the command accounted for? ElYes ! tto

CHP 453E (Rev. 906) Pagc 4 ol ?
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(1 ) ls there adeguate secur¡ty for extender batleries and other supplies? ØYes üNo

7. OFFICE EQUIPMENT

a. Are office nrachines in good condilion and properly nraintained? UYes I No

(1) ls the vendor conrplying wilh maintenance contracl provisions? EJYes [-J No

(2) ls tltere a shortage or surplus of machines? n Yes Ø t'lo

b. ls the l4anagement lnformal¡on System (MlS) used properly? [JYes I No

(1) Who is authorîzed to use the equipment? Onl), autholizcd ¡lclsonncì.

(2) How is training provided, and by whorn? Tiainirrg is pror'idccl b¡.' fte Al'ea J.ÂN Cccrr<jillatcrr altcl thc Su¡rct't'isots.

(3) ls lhere a usage schedule for uniformed and nonuniformed personnel? ! Yes {ZJ t',lo

(4) Are there conlrofs in place to ensure confidentiality? ElYes ! No

(5) Are all personnel aware of ho$'to request repairs after norrnaf business hours? EJYes D No

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? I Yes Ø t'lo

(7) What system is used to ensure proper routing of MIS informalion? f)eFéutnrentfll nlauuals

c, Are personal computers used properly? Ø Yes n ¡lo

(1 ) Who ís authorized to use the equipment? Trained ¡:relsonnel

(2) How is fraining provided, and by whom? 'li.aining is prtl,iclcrel b¡, rhc Arca ¡-¡¡ú [oçrldirìutc'r'and Lllc Su¡rcr'r'isols.

(a) How nrany employees êre trained in íts use? u\ll crnplor,ccs

(3) Are there restrictions on the time ils used? ! Yes E tlo

(a) ls there a schedule for uniformed and nonuniformed employees? DYes ENo

(4) ls confidential or sensilive information being stored on a PC hard drive? ú Yes [4 t'to

(a) lf so, is the PC password protected? D Yes D ¡.lo

(b) ls confidenlial or sensitive information stored on disks, CDs, or removable drirres kept in a

secure area? Eves nNo

(5) What is the PC being used for? Olllciul [ru.sínqss.

(6) Are controls presenl to prevent ¡nappfopr¡ate/personal use of the compuler? @Yes nNo

CHP ¿53E (Rev. t00) Psge 5 of 7
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(7) Are backup procedures beíng perfonned on a regular basis? PYes n ruo

(a) Wtere appl¡cable, are backup disks stored in a secure area? Ø yes n ¡lo

(8) Are PC manuals and other docunrentation ava¡lable 1o all users? ElYes ! ¡lo

(9) What procedures are in place to ensure oul-of-date docunrents and files are purged? Allrrrrtl lcvi*r,ol orrcttlnc¡l(s lìrr' ¡rttrçing,

(10) Are enrployees aware of the availability of assistance in resolving computer relaled problents? @Yes INo
(1 1) ls anti'virus soffware regularly utilized on all slale-owned PCs? flYes ! No

8. PUBLIC CONTACÏS

a. Does the office have extended office hours?

CORRECTÊD

ØYes n No

(1) lf so, are they adequate and effectlve? Ø Yes I tlo

b, Are persons served promptly and courteously? [Yes ENo

(1) Are backup personnel immediately available? [JYes I No

(2) ls telephone service both efficient and effectiv.e? flYes DNo

(3) Are fimited duty personnel used for receptionist duties and answering telephones? ØYes nruo

(4) Are offìcer substilutions for nonuniformed positions kept at a minimum? ElYes n ¡lo

/rCîlOi( iì!OiJliìÊO
9. SCHOOL BUS DRIVER EXAMINATIONS

a. ls school bus driver testing a special duty or a clerical function, or is a full{ime school bus coordínator
assigned?

EVA!-ÜAÍÊC

N/,,\

coiìREc-ric

(l) Are tests and test keys kept in a secure place? lYes nNo

(21 Hovr are inlerested parties advised of testirrg procedures?

(a) Are exams graded ¡n the presence of the applicanl, and nrissed questions discussed? üYes []No

(b) Does the officer or coordinator lake possession of the tesl and d¡spose of accordingly? lYes !No

(3) How are test disposed of?

(41 ls tlrere a specific date and tinre set aside for test¡ng? n Yes E t¡o

IO. COURT INFORMATION PROCEDURES

a. ls there a systematic method of coordi¡rating court appearance nlatters?

ccì,tRÊ.ô í Ë.Ð

[JYes E ¡to

CHP 4538 (Req 505) Page 6 of 7
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(1) What controls are ¡n pface to ensure officers appear in court? 'f'.hc ot'Íjccl.s i¡l.c sc¡.r,ccì sul)lx)(,ltas h¡r i.h¡ 51¡¡¡c1ïiriÕrs. I hc

sub¡roeria's ulc loggcd h.v clerical s(uíT. su¡rclvifior''.s r'iJr.i.,n clail¡.roll shr-cr.

(a) How are appeafances mininrized follovr'íng cancellalions? C¿urccllation ntrtice scrvccj [r¡, Sorgcanr's and al.so b¡.. cnrail

(b) How are "shorl notice" cancellations minimized? When ír heconres appat.cnf ilie rrrrnlber clj..xholt noi.ic:e cance ll¿riiolrs ¿tre rJrr

rìùticc r:atìccl l¿.it iün s,

(2) Ne CHP 90s, Report of Courl Appearance - Civil Action, properly dislributed and completed on all
appropriate cases? I Yes D tlo

(3) Who is responsible for managing the process? 'l'lte subpoena clclli.

(a) Are courl officers performing duties that could be handled by clerical personnel? [Yes Zruo

1 I. DEPARTMENTAL IT4ANUALS

a. Are the number of authorized libraríes being mainlained?

COR'iECTãA

Ø Yes fl l.to

(1) Are the libraries convenient for lhose who must use them? El Yes I No

(a) What controls are in place for "loaning,, manuals to employees?

(2) Are publications distinclively marked so they can be readily identified? @Yes I No

(a) Are the numþer of libraries excessive or sufficient? Sul'íìcicnt.

(b) ls there a listing available of what should be in each library? EJYes Ü tlo

(3) Are publicalions kept up-to-date? pYes Xruo

(a) Who files publication changes? OSS lìvangclislu.
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AREA MANAG EMENT EVALUATION
OFFICE MANAGEMENT
CllP 453E (Rev. oPt 009

g')9-()
INSTRUCTIONS: lndicate items reviewed by placing a chect( irr the "Evaluated" box and/or the "Action Required" box. lf this

form is used as a Correction Report, tlre "Correction" box should be initialed and dated as deficiencies are corrected. Answer

individual items with "yes" or "t'to" answers, or fill in the blanks as indicated. lf additional comments are necessary, the information

can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,

accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

î An,l Tãr.¿-
EVALUATEO gY

þ.. . ¡ú( ;:: ..i ¡ a e L- ¿4'

TYPE OF EVALUATION

f, formalEvaluation
SUSPENSE DATE

FOLLOW.UP REOUIREO

nYes nruo

1. CLERICAL TASKS

a. ls the offìce well organized?

CORRECTEI)

B.y"s [-itro

Élnformal Evaluation

! Correction Report

BY

(1) Are there written job descriptions?

(a) Does clerical staff have their job descrìplion at their desk?

"f'c+P
{Ë-tloYes

n Yes BNo

(b) Does clerical staff understand what is expected of them? E Yes f]no

(2) Are similar activities grouped together to promote etfìciency? [ì ves üNo

(3) lf tape recorders are used, can clerical employees transcribe effectively? í:::' "::;:,'r:-': 
- Xlves fl ruo

(4\ ls the clerical staff knowtedgeable in the use of personal compulers, filing requirements, information

security, etc.? S Yes [J ¡to

(5) Can another clerical employee assume the duties of a clerical employee who is absent? El.ves f No

b. ls lhe Office Services Supervisor (OSS) effective? fl ves XNo

(f ) Does he/she properly apply management ¡rlrilosophies arrd supervisory skills? SYes ü ruo

(a) Does he/she have the authority and backing necessary lo effectively supervise subordinates? El.ves n ¡lo

(b) ls the clerical supervìsor an effective manager? lE ves l-l ruo

(2) Does tlìe OSS identify employes willt supervisory potenlial? Kl v". Ll ¡lo

(a) Does he/she assist employees in the preparation of written plans for progressive career
development? ffi ves [.] ruo

(b) Have special interests been identífied and educational opportunities and/or departmental training

been afforded the employees?

(c) Has lhe CHP 120, lndividual Developnrent Plan for Future Job Perfortnance of Permanenl
Employee, been used to identify particular strengths of the employees?

Kl Yes l-l ruo

E vur f,J ruo

lX vut üru0(3) Does the supervisor sel a good example?

(a) Does he/she show a willingness lo assisl subordinate persontrel? L/t/L :i"/:)lJ lf,l ves fl no

(b) Does he/she know when lo act, when to delegate, and when to refer to a supervisor? [lve' üno

(4) lf there is more than one OSS, is the work and supervision evenly distributed? lfr v"' [-] No

(5) Does the OSS participate in Area staff nreetings? EiYes üruo

CHP 453E (Rov 5.06) P.rge 1 Destroy Previous Editions c453cil9 kt>
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2. FILING SYSTEM

a. lstheArea'sfìlingsystemincompliancewithcJepartntental guidelinescontainedinHPGll'l,FieldOffice

CORRECTEO

E-Yes l-,1 ruo

EVALUATED

ß'tl ' o{

File Guide? /gô! ) i-i..-)i: ßy. L_(i"fî ê-y;:_

b. Are olher files, i,e., perrnanent fìles, enforcemenl document files, etc., maintained according to policy? ffi.ves fl tlo

(1) How far back are accident reports being maintained?

(2) ls there a liling backlog? ! ves EI ¡lo

(3) ls there evidence of recent oflìce review? F ves l->d ruo

(4) How are Management and All Commanders Memorandums filed and purged? ¡JO

(5) Are Training and lnformation Bulletins fiìed? lÍ v". üruo

(a) lf so, how are they located? í: i.:rt,':-

(6) Do all clerical employees understand the filing system? ElJ". Iruo

(7) Doos the Area have an effective suspense system? tr3 Yes [-J tto

(a) Do all supervisors lake advantage oflhe suspense system? E.ves INo

c. Are personnel files properly secured and access limited? ß Yes fl ruo

(1) Are the requirements of the lnformation Practices Acl being followed? lyl.ves E t'to

(2) ls a periodic review done on a regular basis?

(a) lf so, how often? ütJ'i:Li/

(3) ls annual employee review and updaling conducted as required? ffi ves f-lno

(4) Are ottly required or permitted items contained in personnel folders? ffi ves [J No

3, SECURITY OF CRIMINAL RECORDS
ACTION REOUIRED

,^/,)

COIìRECTGD

[B Yes ilruo
a. Have employees who have access to criminal offender record information signed an acknowledgment

stating they understand lhe regulations and policies peflaining to these records?

(f ) Has the Area designated a specific person to release criminal offender record inform alion? LU'Ht : I! ves l-l ruo

(a) Do any other persons release this information? f,{ ves []xo

(b) llas the designated person completed the required trairring? E Yes !no
(c) Are safeguards in place to verify telephorre inquiries prior to disclosure? E ves l-] ruo

(2) Does each person that is designated to release information maintain a CHP 2638, Crirninal Offender

Record lnformation Release Log? K.ves f-J ruo

(a) Are entries maintained for the prescribed period of tÍme? {$ves !No
ACTION REOUIREO coRftEcTÊt)

4. FISCAL PROCEDURES

a. Have discrepalrcies on the most current audit reports been corrected? l-j ruo

: ::::: : :: :;:: :=::-::::
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(1) Are alf change fund and collections handled and processed according to policy? ft ves [--'l ruo

(a) Are counter receipts and DL45s, California Special Driver's Certifìcate, issued to the field

accounled for and saleguarded? fiive. fJ No

(b) Are "voided" or "no fee" DL45s rnarked as such, signed by the commander, and fonruarded

to Fiscal Management Seclion? lX ves l] No

(c) ls there a separation of duties beiween cashier responsibilities and transmittal of collections?r,>,,ltnn [{ves Ino
(d) Are collections and change funds safeguarded? fil ver [] No

(e) Are checks promptly endorsed and cash receipts reconciled daily? þç.--t,t,'-¡ /. ,, ¡.lSa{, f ves [] no

(0 Are counter receipls and DL45s lhat are issued in sequence accounted for and returned

to Fiscal Management Section upon completion? Kves Truó

(g) What specific guidelines are in place for security control arrd accountability?

(h) ls a supervisor responsible for review of the system? ¡il;u;J SÇ¡ ß ves [-] No

(¡) Do total collections agree with the total amount of counter receipts and DL45s issued? /X ve' Ll ruo

0) Are counter receipts and transmittal records prepared properly? F-ves fl ruo

(k) Are surprise counts of funds performed and documented by the commander or designee? LEr.¡*: J!'Ves I] ¡to

(2) Are security and accountability procedures in piace for the petty cash fund? ffi.ves INo

(a) ls the petty cash fund used only for authorized purchases within the limited amount? E Yes []No

(b) Are valid authorizations on fìle? ELves flNo

(c) ls a Disbursemenl Voucher (Std. 439) completed and signed by the commander when the

receipt does not show the vendor name or item purchased? fii-t Lt:te, ¡ /i'Í 'tr';/'! 'þI'riïr, I yes lEl-¡to

(d) Are there adequate procedures to ensure purchases are properly aufhorized? YeS ! tto

(e) Are surprise counts performed by someone not involved in handling the petty caslr fund? fi- ?*t/c€ [lJíV"t üruo

(3) Are X-Number services proper and withín departmental and state policy? Yes E tto

(a) Are services procured over $4,999.99? fl Yes &No

(b) ls the amount limit circumvented by splittirrg procurements? L-J Yes Ë¡o

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? ,Ãves [*] no

(d) Do invoices itenlize chatges and reference X-Nunlbers? [--l no

(4) Are bank cards adequately safeguarcled, and purclrases reviewed by a sttpervis or? Ca/J'-ii¿ ''*'' iiql'i- ÍXves [rì No

(a) Are cardholders familiar with the bank card process, including prohibited and restricted itelns? lå-ves [-i t to

[-] No(b) Are purchases within established policy?

(c) Are three price quotations obtained and documented on a CHP 31 5X? E.Yes Ll ruo

(d) ls the bank card log completed properly? i8;vu' D t'lo
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(e) Are invoices and CHP 317, CAL-Card Log, reviewed

(0 ls there a reconciliation of the nrorrthly bank card statement, and does it have supervisory approval? AV.t Ü no

What controls does lhe commander have in place to ensure timely transmittals of monies?

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 totaf collectio,r ' t&V"t fl No

(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables, ìçÍ. -

evidence, etc., handled appropriately by coordinaling transmittal with the Area cashier? .'Eí''Yes D ruo

(3) Are "no collection" transmittals sent when approprlate? fr.vut lJ ¡lo

(4) Do tire sale transactions comply with policy? F-Y.. üNo

c. ls security of the postage machine adequate? C.o L: f [4*ves [-l no

(1) ls the machine locked when not in use? /nsS C."þ,1 F..ves ENo

(2) ls the moter reading documented as required? .BY"s Euo

(3) ls there documentalion of monies refunded or fonruarded to Fiscal Management Section when the

postage machine is being repaired or replaced? f,no
EVALUATED

7- tç'Iil
CORßECTED

5. SUPPLY REQUISITIONS (CHP 41)

a. Are requisitions prepared properly?

(1) Who prepares nen¿fi|
(2) Has a practical stock level been established and mairltained?

-t¡r,rit.i'.:.: í

lXJves Ll No

,, 
/- X ves

ot L
õ(3) ls there a system lhat notifies the slaff when the quarterly requisition is going to be prepared? ;,;

(a) ls the quarterly requisition period for lhis command adhered 1o? fi ves

[J tto

[f ruo

(b) ls tlrere a high nrrmber of emergency requisitions? fJves E'ruo

b. Are items stored properly in a storeroom? lXlves ll ruo

_ 
(1) ls there convenient access for regularly usecJ items 

i t t ]f, r/' i 5Q [//¿v ' EFJ"s

-rrzll 

2-i3o¡.tlt-. rrs¡'' t'-t r,-fl t'to

[X Yes [-J ruo(2) Have obsolete iterns been removed?
CORRECTËO

6. SUPPI-IES

a. Are all cameras assigned io the command accounted for?

ÊV^LUAI ED'7-tt-o{
[-i ves {ã1.¡ro

(1) Are camera cases clean ancl do they collta¡n the requited accessories? Þ3 Y"t l-l No

(2) ls camera maintenance assigrred to a particular individual? l¿(í't'¡r Ol.í lE-Yes Ll ruo

(a) What is his/her preventative nra!¡ttenance schedule?

i Í1.¡ t i,< .'r. ¡., ¿!..1' /.- i,:t.¡ i..,.^_, '.',¿í,itt.. ;di, ,,.=
El Yes ü t'tob. Are all extetrders assigned to lhe comlnarld accounted for?
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(1) ls there adequate secur¡ty for extender batteries and olher supplies? /t)i'ic€1J .t ¡t i -t¡'','t-t /!c't'¡''* EL yes DNo

7. OFFICE EQUIPMENT

a. Are office macllines in good cond¡tion and properly maintained?

CORßECTEO

Elves Eruo

EVALUATÉO

î'2a -û U

(1) ls ihe vendor complying with maintenance contracl provisions? [Kves [-l no

(2) ls there a shortage or surplus of machines? ! Yes Þ&No

b, ls the Management lnformatlon Systern (MlS) used properly? ffi ves üruo

(1) Who is authorized to use the equipment? iurJr t+¡-¡.t-¿ ¿
tf1,a,:-jt<, :7.j i=f;,'t..i Î:CV f:'

How is training provided, and by whom? i,t,¡.t.i¡

:iÌ.rÇ¡ r.r,.j
klYes !ruo(3) ls there a usage schedule for uniformed and nonuniformed personnel? .

(4) Are there controls ín place to ensure confidentialíty? B ves üru0

(5) Are all personnel aware of how to request repairs after normal business hours? Ë- //.,',llL 7'?r t-r¡:,1 Ei ves [-ì tto

(6) ls the MIS used to send messages to other offices in lieu of formal memorandums? E Yes [] tto

(7) What system is used to ensure proper rouling of MIS information?

c. Are personal computers used properly? EI.Ye. D t'tp

(1) Who is aulhorized to use lhe equipment? L¡ i-r..;/.-¡';; )'i-

(2) How is training provided, and by whonr? OtX , ;'it tTe',t.ti.:i:':::

(a) How many employees are trained in its use?

(3) Are there restrictions on the time its used? D Yes Þ4-ruo

(a) ls lhere a schedule lor uniformed and nonuniformed employees? ffi ves [-] ruo

(4) ls confidential or sensilive information being stored on a PC hard drive? S¿'¡' tl;ì:.- [-] Yus [&ru'

(a) lf so, is the PC password protected?

(b) ls confidenlial or sensifive information stored orl disks, CDs, or removable drives kepl in a

secure area?

[*ì-yes l-l No

[f.ves7'- l-i ruo

(5) What is the PC being used for?

(6) Are conlrols presenl to prevent inappropriate/personal use of the computer? [!,ves D tto
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---.----_--(7) Are backup procedures being performed on a regular basis? p.Ves ll No

(a) Wlrere applicable, are backup disks stored in a secure area? jl4-ve' [-] ruo

(8) Are PC manuals and other documetltation availalrle to all users? B¡es [-ì ruo

What procedures are in place to ensure out-of-clate documents and fìles are purged?

(10) Are employees aware of the availability of assislance in resolving computer related problems?

ttl

[J ruo

(11) ls anti-virus software regularly utilized on all state-owned PCs? [$ves []No
EVALUATEI) coRREClEt)

ll ves E.t',to

8. PIJBLIC CONTACTS

a. Does the office lrave extended office hours?

(1) lf so, are they adequate and effective? E ves [Jruo

b. Are persons served promptly and courleously? Q ves {-l no

ElYet I tto(1) Are backup personnel immedialely avaifable?

ñ ves [] tto(2) ls telephone service both effìcient and effective?

(3) Are lirnited cluty personnel used for receptioníst duties and answering telephones? El Yes Iruo

(4) Are officer subslitutions for nonuniformed positions kept at a minimum? E.Yes fl ruo

ACTION REOUIRED CONRECTED

9. SCHOOL BUS DRIVER EXAMINATIONS

a. ls school bqs drivertesting a special duty ora clerical function, or is a full-tirne school btls coordinator

I ¡) t: z-,¡ .'
--tr-t C.Lr- (.1:l¡": ü,,'Jt'i )-'5 /a*

(1) Are tests and test keys kepl in a secure place? X Yes l-]ruo

(2) How are interestecJ parties advised of testing procedures?

(a) Are exams graded in lhe presence of the applicant, alld missed queslions discussed? [X Yes ü tto

(b) Does lhe officer or coordinator take possession of the test ancJ dispose of accordingly? Ejves n ruo

How are test disposed of? T!:

(4) ls there a specific date a¡rd tinre set aside for testing? lI3 ve" [-ì No

/rcTlON REQUIRËt) corìftËci Eo

10. COURT INFORMATION PROCEDURES

;. ts there a systematic method of coordinating court appearance matters? 
" /.flL:::.'i:,',' ,,, :1,r.... , .,-i.:ìç El v". flruo
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(1) What controls are in place to ensure officers appear in court? nî¿ü+ ./J.!,.i.¡¡=tíIr //'J (.,,//.1 ,f tr.r(- ?ru. ,'i

(a) How are appearances mininlized following cancellatiotrs? ¡!'Êt:z? ((tvl-7 (.ttizt !ç7*tÊ I t û¿,.t ¡:?;/,.:"i /¿rvé>J

_ 'i? 4 í: ¿ 
. i,y' {1 t; ...t ii : c i.t l! k' . #hrtr çÁJ --

_ f€lç?-]fJlk,i..)ç::.Ít.. . i'.í.{ . _--
(b) How are "short notice" cancellations minimized?

(2) Are CIJP 90s, Report of Court Appearance ' Civil Action, properly distributed

appropriate cases? {¡teni. c7¡¡ rt1|ïÌi,

hd completed on all

¿.ê hiili:.:. ¡ ,/ti i"'*r:.:.;::'¡¿¡; @ YeS

(3) Who is responsible for managing lhe process?
= S¡Ç.-¡ îÐ

(a) Are court officers performing duties that could be handled by clerical personnel? fI Yet

a. Are the number of aulhorized libraries being maintained? XlYes Ll No

(1) Are the l¡braries convenienl for those who must use them? L.J' 'a ¿i-"¡:t!.: tí nuo

DEFARTMENTAL MANUALS

(a) What conlrols are in place for "loaning" manuals to employees, ,r,.

(2) Are publicatíons distinctively marked so they can be readily identified? lK ves l--l ¡lo

(a) Are the number of libraries excessive or sufficient? svf:;,t:i-.t..)Í-
(b) fs lhere a listing avaÍlable of what shotlld be in each library? A) - ,i í/Jt; .:::2.)t:,.'X [!.ves üuo

(3) Are publications kept up-to-date? ffiYes fl no

(4) Who files publication changes? t f1¡: ¡: ,;. , ,t
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